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 CLEAR CREEK BAPTIST BIBLE COLLEGE

STYLE MANUAL

Introduction TC \l1 "Introduction
This manual is not designed to be comprehensive.  Its purpose is to provide consistency

for the students in preparing reference lists for assignments given by Clear Creek Faculty. For questions concerning grammar, outlining, punctuation, capitalization, and other aspects of writing, see one of the many English textbooks available in the library,  A Manual for Writers of Term Papers, Theses, and Dissertations, 6th ed., by Kate L. Turabian, or the Chicago Manual of Style, 14th edition.

Guidelines for CCBBC Preferred Form and Style TC \l1 "Guidelines for CCBBC Preferred Form and Style
The faculty of Clear Creek Baptist Bible College has adopted the following guidelines

regarding page setup and style of citing sources in term papers and other course requirements. The Appendix at the end of this manual contains examples for the various formats of resources:  books, periodicals, audio cassettes, video cassettes, CD-ROM materials, and Internet resources.  

Page Setup TC \l2 "Page Setup
Margins TC \l3 "Margins

A one-inch margin should be left on all sides of the page.  Type should leave a ragged right edge.  (Use left justification or justification off.)

Heading TC \l3 "Heading*

The heading in the upper left corner on the first page should consist of the following elements: 

Student Name

Course number & name

Professor’s name

Date turned in

* The heading format should not be used if the professor requires a title page.  (See Appendix A for an example of both the heading format and title page format.)

Spacing & Tab settings TC \l3 "Spacing & Tab settings

The heading in the top left corner of page one consisting of four lines should be single-spaced, followed by one blank line, the title, and another blank line.  The body of the paper should be double spaced.  Tab settings may be set for ½" on word processors.  Each reference list entry on the last page(s) of the paper should have a hanging indent and be single-spaced, with a blank line between entries.

Font TC \l3 "Font

Font size must be 10 or 12 pt.  Times New Roman or similar non-decorative types are preferred.

Page Numbering & Header TC \l3 "Page Numbering & Header

The student’s last name, followed by one space and the page number should appear in the upper right corner of all pages after page one.  When using a computer, the program should be used to place the header and page numbering in the proper place.  If typewritten, the header should be placed ½" from the top edge of the paper.

Final Copy TC \l3 "Final Copy

The completed paper should be stapled in the top left corner.  Title pages, folders and plastic covers are at the discretion of individual faculty members.

Title Page TC \l3 "Title Page 

If the professor prefers a title page instead of a heading, the title should appear two inches from the top of the page.  Each line should be no longer than 5 inches, and should appear in a pyramid format only if the title cannot fit on one line.  Each section of the title page should be spaced equally.  The sample information provided in the example should be personalized by the student and presented in the paper.  The date is the date the paper is due.  (See Appendix A for examples of both the heading format and title page format.)

Levels of Subheadings TC \l3 "Levels of Subheadings
A suggested plan for three levels of subheadings follows.


First level: centered heading in boldface, italicized, or underlined, capitalized headline style:

Redemptive Event and History

Second level: centered heading in text type, capitalized headline style:

The History of God and Historical-Critical Research


Third level: sidehead in boldface, italicized, or underlined, capitalized headline style:

The Anthropocentrism of Historical Criticism
Reference List & Parenthetical Reference TC \l2 "Reference List & Parenthetical Reference

Unless a professor clearly states that no references need to be provided for a particular paper, a reference list (an alphabetized list of the sources used, printed on a separate page at the end of a paper) is required to avoid the possibility of plagiarism.  “...to plagiarize is to give the impression that you have written or thought something that you have in fact borrowed from another.  Although a writer may use another person’s words and thoughts, they must be acknowledged as such” (Gibaldi and Achtert 1980, 6).

Parenthetical References TC \l3 "Parenthetical References

The body of a paper should contain parenthetical references, also known as the author-date system, (see Appendix B for examples) which include the author’s last name, a space, the year of publication followed by a comma, a space and the page number(s).  If there is no author, the editor, compiler, or translator’s name should be cited if known.  If no name is recorded, the title of the work should be cited.  


Direct quotations must be referenced as to the source.  Ideas and concepts which are not general knowledge should also be referenced.  The parenthetical reference should follow the quotation mark at the end of a direct quotation, placing the period after the last parenthesis instead of before the quotation mark.  If the quotation is an exclamation or a question, that punctuation should precede the quotation marks, with a period following the parenthesis. 


Parenthetical references for ideas or concepts should be placed at the end of a sentence preceding the period, unless clarity requires it to appear immediately following the portion of the sentence referring to that source. 


If a book has no date TC \l3 "no date, the abbreviation n.d. should be used. If the resource is a CD-ROM or Internet source where no page number is available, the parenthetical will consist of only the title and the publication date.  


The parenthetical reference following a block quote should appear after the period at the end of the quote, with no punctuation following.


Parenthetical references for periodicals should consist of the author of the article being cited, the year of publication and the page number.  If no author is named, the title of the article should take the place of the author’s last name. The same is true of books, video recordings, audio cassettes and electronic products.  (See Appendix B for examples)

Reference List TC \l3 "Reference List
The reference list should include all the sources cited in a particular paper, and may include works consulted as well.  


After the last line of text, a new page should be started, and the words Reference List should appear centered at the top.  The sources should be alphabetized by the first word in each entry and should be formatted with a hanging indent and single-spacing.  A blank line should be placed between entries.  (See Appendix B for examples.)


“In reference list entries [for books] the information elements are in the same order as in ...bibliography entries,...except for the date” (Turabian 1996, 180).  These elements are name(s) of author(s), date of publication,  full title, place and publisher.  In the case of periodicals and some other materials, certain of these elements are omitted while others are added.  The examples provided in Appendix B should help the student determine which to include or omit.


Titles of books, periodicals, long poems, and so on are italicized...titles of chapters, articles, short poems, and the like are given in roman type but are not enclosed in quotation marks. Titles of periodicals are capitalized in regular title or headline style...All other titles in reference lists are capitalized in the down, or sentence, style; that is, only the first word in the title and subtitle and all proper nouns and proper adjectives are capitalized...This capitalization distinction, however, is not always observed.  Titles of works of whatever length are sometimes, in the author-date system, uniformly capitalized headline style.  What ever style is selected must be followed consistently throughout a work. (Chicago Manual of Style 1993, 646-9) 


CCBBC has chosen the headline style of capitalization.

Guidelines For Exegetical Bible Studies

Form TC \l1 "
The paper is to be typed, using double spacing, Times New Roman twelve-point font and one-inch margins for top, bottom, and sides.  The minimum length of the paper is ten (10) pages and the maximum length is seventeen (17) pages (excluding the title page and reference list).  You must cite at least four quality sources in your paper.  Other matters of form and grammar will be in accordance with the school policy and manual.  

Contents of Paper TC \l1 "
1. 
Title Page 

The title page should clearly state the passage, the course title, the professor’s name, the date submitted, and your name, following the guidelines in the school style guide.

2.   Observations (1-2 Pages) (Should begin a new page)
Print your verses at the top of the page and under them make at least thirty (30) observations about your passage. The verses should be typed but you can use a pen or pencil and highlighters to make your observations.

3. 
Main Idea and Outline   (1/2-1 Page)   (Should begin a new page)

Summarize the main idea of the text in a single sentence.  Then present a full outline of the passage, showing how the main idea unfolds.  For each main point of your outline, show in parentheses which verses correspond.  All of the verses of the passage should be included in the main points of your outline.  This should be your outline, not one borrowed from someone else. Your outline should be clearly reflected in the content section of your paper.

4. 
Introduction   (1/2 – 1 page)

This section should gain the reader’s attention and introduce the main idea of the passage.

5. 
Context (1-2 pages)

This part consists of two sections.  First, include a brief discussion of the historical and cultural context of the book.  What do your readers need to know about the biblical author, the original audience, and their world in order to grasp the meaning of the passage.  Second, discuss the literary context of your passage.  Describe the author’s flow of thought in the book and discuss how the current passage fits into that flow of thought.  Pay particular attention to how the passage relates to the passage that precedes it and the one that follows it.

6. 
Content (6-9 pages)  

This represents the body of your paper and the heart of your exegetical work.  You should let the main points of your outline function as subheadings.  Include under each subheading a detailed explanation of the passage.  Explain what the text says and what it means in context.  Be sure to include significant elements that you discovered as you observed the text and studied the passage’s historical and cultural context.  Also explain the meaning of critical words and concepts (These are your Word Studies).  Synthesize your own observations with those of the commentaries.  

7. 
Application (1-2 Pages)  (Should begin a new page)

Discuss several applications of this passage to yourself and a contemporary audience.  Be as practical and realistic as possible.  

8. 
Reference List (Should begin a new page)

APPENDIX TC \l1 "APPENDIX A

FORMAT FOR CCBBC PAPERS TC \l1 "FORMAT FOR CCBBC PAPERS 

John TC \l2 "John Doe - Box 000

CGES 1322-01 Computers in Research

Mrs. Cummings

December 2, 2002

Title of the Paper


Body of the paper begins here with the first line of the paragraph indented ½ inch.  The margins should be 1" on all sides.  


Tip: The 6th edition of Turabian requires only one space after periods and colons, but either one or two are acceptable, as long as the usage is consistent.  


Tip: A period after “Jr” in proper names is no longer included.

CLEAR TC \l2 "CLEAR CREEK BAPTIST BIBLE COLLEGE

THE TITLE OF THE PAPER 

GOES HERE IN PYRAMID FORMAT

A PAPER PRESENTED TO 

DR. JO PROFESSOR

IN PARTIAL FULFILLMENT

OF THE REQUIREMENTS FOR THE CPFS 1322

BY

JOE STUDENT

BOX 12345

MAY 16, 2002

APPENDIX TC \l1 "APPENDIX B

REFERENCE TC \l1 "REFERENCE LIST AND PARENTHETICAL REFERENCES 


These abbreviations are used in the following examples:

PR
Parenthetical Reference 

RL
Reference List  
 Bibles TC \l2 "Bibles**
Passage or verse not quoted directly TC \l3 "Passage or verse not quoted directly
PR

(Jn 3:16)

Passage or verse quoted TC \l3 "Passage or verse quoted
PR 
(Jn 3:16 KJV)

Introduction TC \l3 "Introduction or commentary within a study Bible
PR

(Morris 1985, 1821)

RL

Morris, Leon.  1985.  Introduction to 1,2 Thessalonians in The NIV Study Bible.  Grand Rapids: Zondervan Publishing House.

**The bibliographic information for Bibles is not included in a reference list unless the reference is from an introduction or commentary within a particular Bible.


Books
Books
 
Single Author TC \l3 "Single Author
PR

(Peters 1972, 55)

RL

Peters, George W. 1972. A Biblical Theology of Missions.  Chicago: Moody Press.

Two Authors TC \l3 "Two Authors
PR

(Brand and Yancey 1980, 41)

RL

Brand, Paul and Philip Yancey. 1980. Fearfully and Wonderfully Made.  Grand Rapids: Zondervan Publishing House.

Edition Other Than the First TC \l3 "Edition Other Than the First
PR

(Dobson 1992, 36)

RL

Dobson, James C. 1992. The New Dare to Discipline. Revised ed. Wheaton: Tyndale House Publishers.

Reprint Edition TC \l3 "Reprint Edition
PR

(Fletcher 1996, 35)

RL

Fletcher, Jesse C. 1996. Bill Wallace of China. Edited by Timothy and Denise George. Nashville: Broadman & Holman. Original edition, Nashville: Broadman Press, 1963.
Volume in a Multivolume Work with a General Title and Editor(s) TC \l3 "Volume in a Multivolume Work with a General Title and Editor(s)
(When author of volume is named)
PR

(Clendenen 1995, 145)

RL

Clendenen, E. Ray, ed. 1995. The New American Commentary. Vol. 1, Genesis 1-11:26, by Kenneth A. Matthews.  Nashville: Broadman & Holman Publishers.

(When editor is used as the author)
PR

(Gaebelein 1984, 518)

RL

Gaebelein, Frank E., ed. 1984. The Expositor’s Bible Commentary. Vol.8, Matthew, Mark, Luke.  Grand Rapids: Zondervan Publishing House.

Books in a Series TC \l3 "Books in a Series
PR

(Martin 1987, 50-51)

RL

Martin, Grant L. 1987. Counseling for Family Violence and Abuse. Resources for Christian counseling. Waco: Word Books.

Books Containing Chapters by Different Authors TC \l3 "Books Containing Chapters by Different Authors
PR

(Stott 1981, 11)

RL

Stott, John R. W. 1981. The Living God Is a Missionary God. In Perspectives on the World Christian Movement: a Reader, ed. Ralph D. Winter and Steven C. Hawthorne, 10-18. Pasadena: William Carey Library.

A Poem in a Collection of Poems TC \l3 "A Poem in a Collection of Poems
PR

(Donne 1993, 231-232)

RL

Donne, John. 1993. Ascention. In Chapters into Verse: Poetry in English Inspired by the Bible. Vol. 2, Gospels to Revelation, ed. Robert Atwan and Laurence Wieder.  Oxford: Oxford University Press.


General Encyclopedias TC \l2 "General Encyclopedias
These do not appear in the reference list, only in the parenthetical references.

Signed articles TC \l3 "Signed articles
(Roger E. Meyer, "Alcoholism," in Encyclopedia Americana, International ed. )

Unsigned articles TC \l3 "Unsigned articles
(Encyclopedia Americana, International ed.,  s.v. "alligator snapper")


Periodicals TC \l2 "Periodicals
Magazine Article TC \l3 "Magazine Article
PR

(Shriver 2006, 11)

RL

Shriver, Mona.2006. Just Pray. Pray! Encouraging a Passion For Christ Through Prayer, July/August, 11.

Journal Article TC \l3 "Journal Article
PR

(Wiesel 1999, 16)

RL

Wiesel, Elie. 1999. Seth: the Ancestor of Us All. Bible Review 10 (October) : 16-17.

Journals Numbered Only by Issue or Volume and Issue TC \l3 "Journals Numbered Only by Issue or Volume and Issue
PR

(Dilday 1999, 78)


RL

Dilday, Russell. 1999. Mullins the Theologian: Between the Extremes. Review &

                                           Expositor 96, no. 1:75-86.

Or

Dilday, Russell. 1999. Mullins the Theologian: Between the Extremes. Review & Expositor 96 (Winter):75-86.



Video Recordings TC \l2 "Video Recordings
Single Tape With Author or Host TC \l3 "Single Tape With Author or Host 
PR

(Starkes 1981)

RL

Starkes, Tommy. 1981. Study of Five Occults.  30 min. Home Mission Board, SBC. Videocassette.

One TC \l3 "One Segment of a Single Tape Without a Named Author or Host
PR

(Missions Focus 1994)

RL

Missions Focus: Ky/Russia Partnership. 1994. Kentucky Baptists Today. 3 min. Media Department Executive Board, Kentucky Baptist Convention. Videocassette.   

One Tape in a Series TC \l3 "One Tape in a Series
PR

(Blackaby 1990)

B

Blackaby, Henry. 1990. God Pursues a Love Relationship. In Experiencing God:



Knowing and Doing the Will of God, Tape 2. Nashville: LifeWay. 



Videocassette.


Audio Cassettes TC \l2 "Audio Cassettes
Audio Cassette with More Than Three Hosts or Authors TC \l3 "Audio Cassette with More Than Three Hosts or Authors
PR

(Trent and others 1994)

RL

Trent, John, Bill and Lynn Hybels, Dennis Rainey, Richard and Mary Strauss. 1994. The Pastor’s Marriage. Hosted by H. B. London, Jr. Colorado Springs: Focus on the Family. Audio cassette.

Audio TC \l3 "Audio Cassettes in a Series
PR

(Stowell n.d.)

RL

Stowell, Joseph. n.d. The Christian and Trouble: James 1. 3 tapes. The Moody Presents series. Chicago: Moody Publishing. Audio cassette. 


Unpublished Material
Unpublished Material

Chapel Tape TC \l3 "Chapel Tape
PR

(Whittaker 1998)

RL

Whittaker, Bill. 1998. The World Needs a Savior. Chapel sermon. Clear Creek Baptist Bible College, Pineville, KY.  Audio cassette.

Class Lectures TC \l3 "Class Lectures
PR

(Ditty 1998)

RL

Ditty, John. 1998. Old Testament I Lecture Notes. Fall semester. Clear Creek Baptist Bible College, Pineville, KY. 

Unpublished Interview by the Writer of the Paper TC \l3 "Unpublished Interview by the Writer of the Paper
PR

(Lucas 2000)

RL

Lucas, Roy, professor. 2000. Interview by author, 28 February,  Pineville, KY. Clear Creek Baptist Bible College, Pineville, KY.

Personal Interview
PR

Use the text to introduce a quote to avoid confusion.

RL

Personal Interview.  Brian McClaren.  23 April 2006.  


Internet Sources TC \l2 "Internet Sources

At the present time there is no uniform citation system for citing Internet and CD-ROM sources.  Until such a system is developed, the following styles will be appropriate for use in citing these sources at Clear Creek Baptist Bible College.  If a source does not have some of these components, leave them out, but beware of materials for which little source information is available.  If in doubt, it is better to give too much, rather than too little information.  “Note that the year the document is cited is used in lieu of the date of publication” (Chicago Manual of Style 1993, 699).

Order TC \l3 "Order of Elements
Author’s last name, First name. Date. Title of Document. Title of complete work (if applicable). Version or File Number (if applicable). Document Date or Date of Last Revision (if different from access date). [Retrieved date]. Available: electronic address. INTERNET.

Author of an Online E-book TC \l3 "Author of an Online E-book
PR

(Shenk 2004)

RL

Shenk, Calvin E.  2004.  Who Do You Say That I Am: Christians Encounter Other Religions. [Retrieved 17 March 2004]. Available: NetLibrary, Clear Creek Baptist Bible College.  Also available in print.  Scottdale, PA: Herald Press.

PR

(Bounds 2004)

RL

Bounds, E. M.  2004.  The Possibilities of Prayer.  Christian Classics Ethereal Library. [Retrieved 17 March 2004]. <http://www.ccel.org/b/bounds/possibility/possibility.html>  Internet.

Article with a Named Author within a Named Section of a Website



PR

(Gillham 1988)

RL

Gillham, Bill.  1988.  True Identity Interpretations of the Word.  In the Discipleship Journal section of Lifetime Guarantee.  [Retrieved 1 August 2006].  Available: <http://www.lifetime.org>  Internet.

PR

(Schilling 1997)

RL

Schilling, Melody.  1997.  You’re Fired: How Three Families Learned There is Life




After Termination.  In the Family Issues section of The Parsonage. [Retrieved




1 August 2006].  Available: <http://www.parsonage.org> Internet.

Article TC \l3 "Article without a Named Author within a Named Section of a Website
PR

(Matthew 2004)

RL

Matthew.  Chapter XIX.  1891.  People’s New Testament.  In crosswalk.com Bible study tools.  [Retrieved 10 October 2000]. <http://bible.crosswalk.com/ Commentaries/PeoplesNewTestament> Internet.


PR

(The Coliseum 2004)

RL

The Coliseum of Ancient Rome.  2004.  Ancient Civilizations and Lost Cities. [Retrieved 1 August 2006]. <http://www.eliki.com/ancient/civilizations/roman/>  Internet.



Article in an Online Database
Article in an Online Database

PR

(Steffen 1987)

RL

Steffen, Lloyd H.  1987.  On Honesty and Self-deception: ‘You Are the Man”.  Christian Century, 29 April.  In Religion Online [database online] 2004. [Retrieved 17 March 2004]. Available: <http://www.religion-online.org> Internet.

PR

(Tillich n.d.)

RL
Tillich, Paul.  n.d.  Communicating the Christian Message.  In Religion Online [database online] 2005. [Retrieved 1 August 2006].  Available: <http://www.religion-online.org>  Internet.

Article TC \l3 "Article in an Online Subscription Database
PR

(Dray 2002)

RL

Dray, Stephen.  2002.  The Problem of the Historical Context of Scripture.  Evangel (Autumn).  In Academic Search Premier [database online]. [Retrieved 17 March 2004].  Available: Clear Creek Baptist Bible College.

Email
PR

(Jaeger 2006)

RL
Jaeger, John.  2 August 2006.  “Report: Most Youths Lack Digital Literacy.”  Email                to Marge Cummings.


 CD-ROM Sources TC \l2 "CD-ROM Sources
Author’s Work Contained in Collected Works on a CD TC \l3 "Author’s Work Contained in Collected Works on a CD
PR

(Hodge 1996)

RL

Hodge, Charles. 1996. An Exposition on Ephesians.  Sage Digital Library.  [CD-ROM] Albany, OR: Sage Software.

PR

(Barton, Veerman and Taylor 1997)

RL

Barton, Bruce B., Dave Veerman and Linda K. Taylor.  1997.  Greed.  In Life Application Commentary Luke.  In QuickVerse Version 7.01 [CD-ROM].  Omaha: Parson’s Church Group.

Encyclopedia Article on CD-ROM TC \l3 "Encyclopedia Article on CD-ROM
PR

(Kielden 1995)

RL

Kielden, Kate. 1995. Babylon. In Grolier Multimedia Encyclopedia [CD-ROM].  Danbury: Grolier Electronic Publishing.

Full-text Article in a Magazine on CD-ROM TC \l3 "Full-text Article in a Magazine on CD-ROM
PR

(Kendall 1990)

RL

Kendall, Timothy.  1990.  Kingdom of Kush.  The Complete National Geographic, November [CD-ROM].  Washington: National Geographic.


Block
Block
 Quotations

Example of a Block Quotation

Have you ever thought about John’s description of our eternal home?  That city that he saw coming down out of heaven?  He saw a city with twelve gates, each gate consisting of a single pearl.
Pearls are formed when a small grain of sand becomes embedded in an oyster, irritating it.  To soften the irritation, the oyster coats the grain of sand with a smooth layer of what is called mother of pearl…What kind of irritation would have been necessary to form the pearls that make up the gates to our heavenly city when they are so large they can fit into a wall that is two hundred feet thick?!  It must have been more than just irritation.  It must have been horrendous, severe suffering!

I wonder…are the pearls a reminder, every time you and I enter My Father’s House, that we enter only because of the intense suffering of God’s Son?  (Lotz 2001, 84-5).

Grading Rubric For Exegetical Papers
Name __________________________________
	Assignment TC \l1 "

	Excellent TC \l4 "

	Good
	Average
	Needs Work TC \l3 "

	Form TC \l1 "
Typed       TC \l2 "
Margins correct   TC \l2 "
Doublespaced TC \l2 "
Times New Romans  12 Font

Title Page

Length (10-17 pages)

Reference List
	10


	9


	8


	   7   6   5   4   

   3   2   1



	Grammar TC \l1 "
Sentence structure

Capitalization

Punctuation 

Abbreviations

Underlining and Italics
	15
	14
	  13   12
	   11   10   9

     8    7    6

     5     4   3

     2     1

	Observations (1-2 pages) TC \l1 "
Begins a new page     Verses Typed

At least 30 Observations

Main subjects and verbs 

Figures of Speech 

Repetition of words, phrases, or themes
	5
	    4.5
	4
	    3   2   1

	Main Idea & Outline (1/2-1 page)

Summary in 1 sentence     full outline

verses  in parentheses      all verses included
	5
	4.5
	4
	    3   2   1

	Introduction (1/2 to 1 page)

Attention   grabbing?

Introduce main idea?
	5
	4.5
	4
	    3   2   1

	Context (1-2 pages)

1. Historical context of book 
  Cultural context of book 

  Background of author, audience, world?

2. Literary context of passage?

  Flow of thought in book.

  How does it relate to its immediate context?

  How does it relate to its following context?
	10


	9


	8


	   7   6   5   4   

   3   2   1

	Content  (6-9 pages)

Main points of outline are subheadings.

Detailed explanation of what the text says.

What it meant in its biblical context. 

Key word studies?

Theological issues 

Theological elements?
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33   32
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	Application (1-2 pages)

How does it apply to you?

To a contemporary audience?

Is it Realistic?  Is it Practical?
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